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PART 2006 - NMANAGEMENT

Subpart L - Position Managenment System

82006. 551 Ceneral

(a) Position managenent is the use nmade of positions in perform ng an
organi zation's mssion. The fundanmental objective of this managenent
activity is to utilize positions in such a way as to achi eve an opti num
bl end anong the conpeting forces of skills availability, position
ceilings, fund Iimtations, good human resource utilization, efficiency
and econony, mssion requirenents and matters of public policy. The
conmponents of this process typically include:

(1) Position design,

(2) Position classification

(3) Oganizational structuring,

(4) Allocation of positions anong organi zational segnents,
(5) Staffing controls

(6) Pronotion controls,

(7) Salary or budget controls.

(b) Wthin the actual and inposed limtations, good position nmanagenent
will result in the best possible use of positions, and thereby nmaxim ze
productivity, efficiency and econony, attraction and retention of better
enpl oyees, enpl oyee job satisfaction, and managenent proficiency. OVB
Crcular No. A-64 (Revised) is the basic directive governing the
Posi ti on Managenent Program for the Federal Government and is reinforced
by Federal Personnel Manual Chapter 312. Departnental Personnel Manua
Chapter 312 enphasi zes the objectives and nonetary aspects of the
Posi ti on Managenment Program wi thin the Departnent of Agriculture.

82006. 552 (bjectives and adm ni stration.

The Farmers Hone Adm nistration (FnHA) Position Managenent Systemis
designed to inmprove the design and structuring of positions and the
utilization of its staff resources through systematic planning, analysis, and
eval uation of existing and proposed positions and structures.

DI STRI BUTI ON:  WsDC Adm ni stration
Managenent
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(a) The main objectives of the Position Managenent System i ncl ude:

(1) As few organizational |evels and positions as possible,
consistent with the need for effective execution of assigned
progr amns.

(2) The largest ratio possible of supervisory to nonsupervisory
personnel consistent with effective control

(3) Optimumuse of available staff resources.
(4) A mnimmtotal cost for all positions.

(5) UWilization of the nost effective work processes, procedures,
net hods, and techni ques.

(b) The administration of the Position Managenent Systemw || includes:

(1) The Agency as a whole and each of its independent

organi zati onal segnents must assign position nmanagenent "systent
responsibilities to a key official wth ready access to the head of
the organi zation. These officials assune day-to-day responsibility
for the program however, final accountability rests with the Agency
Admi ni strator.

(2) Programresponsibilities include devel opi ng and adm ni stering
the system coordinating staff work, assuring that |ine nmanagenent
recei ves necessary assistance, review ng position nmanagenent aspects
of proposed |ine managenent actions, and referring to the Agency
head unsound actions which should be corrected.

§2006. 553 (Reserved)

82006. 554 Elenents of the Position Managenent System

(a) Assignnment of resoonsibility and accountability. Each supervisor
in FMHA has responsibility, under assignment fromthe Adm nistrator, for
observing established principles and practices and participating in the
ef fective execution of the Agency position managenent system State
Directors have primary responsibility for planning, inplenenting, and
control ling position managenent system operations within their
respective State jurisdictions. National Ofice Division Directors, and
t he Assistant Adm nistrator, Finance Ofice. carry this responsibility
for their respective organizational units. The key policy officials of
the Adm nistrator's
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staff give expert advice and | eadership to the adm nistration of the
agencywi de program includi ng making final eval uations of

recomendati ons from managers and supervi sors submitted for the

Admi ni strator's approval. Individual accountability of managers and
supervi sors shoul d be ensured through the performance appraisal process.

(1) Designation of a Position Managenent Officer. The Deputy

Admi ni strator for Managenent is designated by the Adm nistrator as

t he Position Managenent Oficer (PMJ. In accordance with the
intent of 3.a.(2) (a) of Ofice of Managenent and Budget Circul ar A-
64, this position should be outside the Personnel Division and
filled with an individual with ready access to the head of the
organi zation. The Deputy Admi nistrator for Managenment has ready
access to the Administrator and is responsibile for the staff
resources which need to be coordinated.

(2) Establishnment of review boards. In accordance with DPM Chapter
312, Position Managenent Committees are established in the National
Ofice, the Finance Ofice, and each State Ofice.

(i) The National Ofice Position Managenent Conmittee, known
as the Em oynent Review Board (ERB) is chaired by the Associate
Admi ni strator. The Deputy Adm ni strator Program Qperations,
the Deputy Admi nistrator for Managenent, and others as
designated by the Adm nistrator or Associ ate Adni nistrator
serve as nenbers. The Director, Personnel Division, acts as
Executive Secretary.

(ii1) A State Position Managenment Conmittee includes a Program
Chief or District Director, the Adm nistrative Oficer, the
Per sonnel Managenent Specialist (if assigned in the State).
and others as designated by the State Director.

(iii) The Finance O fice Position Managenent Comittee
consists of the Deputy Director, the Administrstive Oficer,
t he Personnel O ficer, and others designated by the Assistant
Admi ni strator, Finance Ofice.

(3) Devel opnent of Position Managenent action plans. Each najor
Nati onal O fice organizational entity (i.e., organizations reporting
to a Deputy Admi nistrator) and State O fice nust devel op an action
pl an. The plan shoul d establish position nmanagenment goals (e.g.,
organi zati onal segments or individual positions to be eval uated by
the review board) and identify tinmefranes, responsible officials,
and nonitoring and eval uati on procedures.

3
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(b) Uilization of total staff resources. In fulfilling their position
managemnment responsibilities, managers and supervisors shoul d use
personnel, organi zati on and managenent, budget, administrative services,
and ot her special staff expertise.

(c) Controls on the position nmanagenent program Control systens are
an essential part of the position managenent programto identify,
control, and elim nate unnecessarv organi zations, fragnmentation
excessi ve |l ayering, unwarranted use of deputies and assistants, inproper
j ob design, msassignnents, outnoded work nethods, and inproper

di stribution of resources.

(1) Each proposed change of existing structure nmust be revi ewed
wi th consideration of work design, occupational and grade
di stributions, and staff requiremnents.

(2) Before any vacant position is filled, a review will be nade by
t he supervisor to determ ne whether the grade, series, and title of
the position are fully supportable and whether the duties can be
elimnated, assigned to other positions, or nodified to permt
performance at a | ower |evel.

(3) A periodic review should be conducted by nmanagers and
supervisors to identify position management problemareas and to
request assi stance from appropriate staff nmenbers with their
posi ti on managenent program

(d) Formal training agreenents. Proposed training agreenents and pl ans
t hat provide nmovenent to higher grade positions should be reviewed to
assure the positions involved are necessary and the agreenent/plan wll
promote efficiency and econony in an office. This reviewis to make
certain that the training will, or can be predicted to, equip the

candi date for pronotion to performthe higher |evel work.

82006. 555 Processes for position nanagenent inprovenent.

The effective admi nistration of a sound position structure requires
continuing participation and enphasis on the part of managers and supervi sors.
There are four primary elenments of the systemwhich are basic to position
management consi derati ons.
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(a) Consideration of alternative structures. Wen establishing new or
nodi fyi ng exi sting position structures, both recomendi ng and approvi ng
officials should consider alternative structures. Determnation should
be made as to which of the alternatives nost nearly neets agency needs

and will be nost productive in the acconplishnment of Agency program

obj ectives. (Revised 08-20-97, PN 280.)

(b) Analysis of vacant positions. Wen a position is vacated, the
supervisor, in conjunction with the appropriate personnel staff nenber,
must eval uate the need for the position and determ ne whether it may be
utilized differently, abolished, or continued. (Revised 08-20-97,

PN 280.)

(c) Use of average grade. Managers and supervisors should normally
seek to lower rather than increase average grades in their efforts to

i nprove position structures. Position structure proposals must be
predi cat ed upon grades which can be fully supported in terns of work
requi renents. Average grades should be kept in line with the average

| evel of tasks perfornmed and should reflect normal performance of these
t asks.

(d) Use of ratios. Managers and supervisors shoul d consider using the
following ratios as indicators of their position needs:

(1) Supervisory positions to nonsupervisory positions;

(2) Full performance level positions to trainee or entry |eve
posi ti ons;

(3) Positions above the full performance |evel as a percentage of
all positions;

(4) Professional positions to nonprofessional positions;

(5) Professional and technical positions (conbined) to support
positions (clerical);

(6) Adnministrative overhead costs to |line program operation costs.

5
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(e) Periodic reviewof all filled and vacant positions. Position
management reviews will be conducted sinultaneously and coordinated with
t he annual position classification maintenance review. (See RD
Instruction 2048-E and DPM Chapter 511.)

82006.556 Position Management Eval uation.

Peri odi c assessnent of the effectiveness of the position managenent
system shoul d be nade by Rural Devel opnent as directed by OvB Circul ar
No. A-64. Assessnment will also be nmade by the O fice of Managenent and Budget
as part of its continuing evaluation of agency progranms and by the Ofice of
Per sonnel Managenent in its evaluation of personnel managenent. Review in
Rural Devel opnent will be conducted, at |east annually, by the Deputy Director
of Personnel, assisted by the Personnel Managenent Eval uati on Section and
appropriate technical personnelists to assure a sound and efficient position
organi zation structure agencyw de. Evaluation of program effectiveness should
i ncl ude checking to ensure that the follow ng are characteristic of the
system

(a) An effective position managenent programis related to the
organi zati on m ssion

(b) Authorities, responsibilities, and accountability for position
nmanagenent are determ ned and communi cated throughout the organization

(c) Integration is achieved of the follow ng elenents into the
managenment deci si on naki ng process:

(1) dear delineation of functions within and anong positions and
wi thin and anpng organi zational units.

(2) Aignment of the organization consistent with current m ssion
and manpower .

(3) Allocation of positions consistent with an approved staffing
pattern.

(4) Establishment of career |adders.

(5) Design of positions consistent with the kinds and |evels of
work in the organization.

(6) Cear certification of the need for positions.

6
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(7) Establishment of supervisory positions based on principles of
econony and efficiency.

(8) dCear certification of the need for Deputy, Special Assistant,
Assi stant to, and Assistant positions and the propriety of their
grade | evel s.

(9) Full utilization of devel opnental and trai nee work situations.

(d) The position authorization systemincludes the annual devel opnment
and approval of an organi zation staffing plan as a part of the program
budget approval process.

(e) Budget, managenent anal ysis, and personnel staffs are involved in
systematically review ng personnel actions wth organi zati ona
i mpl i cations and organi zati on changes.

(f) Regular, planned position managenent eval uation of organizationa
and position alignment in ternms of current mssion and staffpower does
result in presentation of specific findings and recommendations to
responsi bl e I evel s of managenent. Corrective actions are taken where
needed, and systens updat ed.

82006. 557- 2006. 600 ( Reserved)
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